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Enter Z01 # and the % of a staff year (in integer format, i.e., 15, 25, 100) each staff worked on each project. Use 'pro’ column for
professional and 'oth’ for all other staff. To calculate totals, select the 'Update Fields' option from the document Content-Pull-
Down Menu. Verify that no employee total exceeds 100% of their time, e.g., if a person worked 1/2 year, their time should not

exceed 50%.
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Carryover Balances
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